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The  adaptability  of  a  chameleon  is  a  necessity  for  the  office  woman 
who  seeks  success,  according  to  a  poll  of  the  members  of  the 
Readers  Panel  of  this  Bulletin.  Business  moves  at  a  fast  pace,  and 
changes  are  inevitable.  It's  a  wise  woman  who  can  learn  new 
procedures,  get  used  to  working  with  different  people,  adapt 
herself  to  her  boss's  needs  as  his  responsibilities  grow,  or  take  an 
office  move  in  stride.  Flexibility  is  a  trait  worth  cultivating. 

Sharon  Lee  Brown  pointed  out,  "To  be  versatile  is  to  do  many 
things  well,  and  a  woman  in  an  office  certainly  needs  to  be  versa¬ 
tile.  She  does  a  great  variety  of  things,  from  typing  legal  documents 
to  buying  the  boss's  birthday  gift  to  his  wife.'' 

Adaptability  is  highly  prized  by  office  managers;  one  of  their 
biggest  headaches  is  trying  to  expedite  changes.  Many  people 
resist  any  alteration  in  the  routine.  Learning  a  new  type  of  work 
throws  some  employees  into  a  tizzy.  Their  negative  attitude  pre¬ 
vents  them  from  seeing  that  the  more  they  know  how  to  do,  the 
more  varied  and  interesting  the  day  will  be — and  the  more  chances 
they  will  have  for  promotion.  What  businessman  would  try  to 
advance  someone  who  digs  her  heels  into  the  floor  and  refuses 
to  go  along  with  change?  Accepting  changes  gracefully  is  the 
mark  of  the  mentally  alert  woman.  She  knows  that  each  new 
responsibility  gives  her  a  chance  to  show  her  capability. 

Inflexibility,  besides  impeding  progress,  hurts  the  person  who 
cannot  adapt  herself  to  new  ideas.  Hazel  McLean  stressed  the 
importance  of  "adjustability,  both  in  work  schedules  and  situations. 
If  one  gets  upset  over  changes,  office  moves,  and  the  like,  she  only 
creates  more  havoc  among  others.  Make  the  best  of  any  situation." 

Rose  Kozlik  added,  "Stubbornness — never  doing  a  job  anybody 
else's  way,  is  a  liability.  There  are  many  ways  to  skin  a  cat.  There¬ 
fore,  listening  to  a  suggestion  or  trying  someone  else's  method  of 
doing  something  is  a  desirable  guality." 

But  the  clinching  argument  for  being  adaptable  came  from  Mary 
Ellen  Fielder:  "Be  enthusiastic.  Don't  be  a  dud,  always  complaining. 
Mental  breakdowns  among  older  people  often  are  caused  by  their 
inability  to  accept  changes  in  this  world — and  what  woman  wants 
to  be  marked  as  old?" 


(or  thereabouts) 
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We  are  judged  by  the  size  of  the 


Correct  Usage  in  Personal  Salutations 


Adjutant  General: 
Admiral: 

Alderman: 

Ambassador  (U.  S.): 

(Foreign): 

Archbishop  (Anglican): 

Archbishop: 

Archbishop's  Wife: 
Archdeacon: 

Associate  Justice, 

U.  S.  Supreme  Court: 

Assistant  Cabinet  Officer: 

Baron: 

Baroness: 

Baronet: 

Bishop  (Protestant); 
Bishop  (Catholic): 

Bishop  (Anglican): 

Cabinet  Member: 

Cadet; 

Canon  (Anglican): 
Captain: 

Cardinal; 

Catholic  School: 

Charge  D' Affaires: 

Chief  Justice  of  the 
U.  S.  Supreme  Court: 
Clergyman: 


Clinic: 

College  or  University 
Instructor: 


Dear  Sir  or  Dear  General  Dorn 
Dear  Sir  or  Dear  Admiral  Jones 
Dear  Sir  or  Dear  Mr.  McCarthy 
Sir,  Excellency,  My  dear  Mr.  Ambassador 
Excellency,  Your  Excellency,  Sir,  My  dear 
Mr.  Ganga,  or  My  dear  Mr.  Ambassador 
My  Lord  Archbishop  or 
My  dear  Archbishop 
Your  Excellency 
Dear  Mrs.  Smith 

Venerable  Sir  or  Dear  Archdeacon  Mann 

Sir,  My  dear  Mr.  Justice,  or 
My  dear  Justice  Roman 
.  Sir  or  My  dear  Sir 

Sir  or  Dear  Lord  Fairmont 

Madam  or  Dear  Lady  Fairmont 

Sir  or  Dear  Sir  Henry 

Dear  Sir  or  My  dear  Bishop  Jones 

Your  Excellency  or  My  dear  Bishop  Burns 

My  Lord,  My  Lord  Bishop,  or  Dear  Bishop 

Sir,  My  dear  Mr.  Secretary,  or 
My  dear  Mr.  Herter 
Dear  Sir  or  Dear  Cadet  Smith 
Reverend  Sir  or  Dear  Canon 
Dear  Sir  or  Dear  Captain  Doe 
Your  Eminence 

Reverend  Sirs  or  Reverend  Sisters 
Sir  or  Dear  Mr.  Horn 

Sir,  Dear  Sir,  or  My  dear  Mr.  Chief  Justice 
Dear  Sir,  Dear  Mr.  Doe,  Dear  Dr.  Doe  (if 
entitled  to  the  degree),  or 
Dear  Father  (Catholic,  Anglican) 

Dear  Doctors 


Colonel: 

Commander: 

Commissioner,  Director,  or 
Chief  of  a  Government 
Bureau: 

Company: 

Congressman; 

Consul: 

Convent: 

Corporal: 


Dear  Mr.  Doe,  unless  entitled  to  a  degree 
such  as  Dr.,  when  that  is  permissible 
Dear  Sir  or  Dear  Colonel  Wood 
Dear  Sir  or  Dear  Commander  Moss 


Corporation: 

Countess: 

Dean: 

Dean  of  a  School: 
Duchess: 

Duke: 

Earl; 

Ensign; 


Dear  Sir  or  Dear  Mr.  Kane 
Gentlemen 

Sir,  Dear  Congressman,  Dear  Mr.  Kern 
Sir  or  My  dear  Mr.  Owens 
Reverend  Sisters 
Dear  Sir,  Dear  Corporal  Sims,  or 
Dear  Mr.  Sims 
Gentlemen 

Madam  or  Dear  Lady  Thorn 

Sir  or  Very  Reverend  Sir 
Dear  Sir  or  Dear  Dean  Haines 
Madam  or  Dear  Duchess  of  Fieldstone 
Sir  or  Dear  Duke  of  Fieldstone 

Sir  or  Dear  Lord  Field 
Dear  Sir,  Dear  Ensign  Jones,  or 
Dear  Mr.  Jones 


First  Lieutenant  (Army):  Dear  Sir  or  Dear  Lieutenant  Mann 

General:  Sir  or  Dear  General  McCarthy 

Governor;  Dear  Sir,  Your  Excellency,  Dear  Governor 

Thomas,  or  My  dear  Governor 

Hospital  (Catholic):  Reverend  Sisters 

Hospital  (General):  Gentlemen 

Inspector  General:  Dear  Sir  or  Dear  General  Peters 

Judge:  Dear  Sir  or  Dear  Judge  Thomas 

If  woman:  Dear  Madam  or 
Dear  Judge  Thomas 


Lieutenant  (Army); 
Lieutenant  (Navy): 

Lieutenant,  Junior  Grade 
(Navy): 

Lieutenant  Colonel: 
Lieutenant  Commander: 

Lieutenant  General: 
Lieutenant  Governor: 

Major: 

Major  General: 

Man: 

Man  and  Wile: 

Man  and  Woman, 

Relationship  Unknown: 
Master  in  Chancery: 
Mayor: 

Member  of  Assembly: 
Men: 

Midshipman: 

Minister; 

Minister  (Diplomatic): 
Monsignor: 


Mother  Superior: 


Pope: 

President  of  a  College; 
President  of  a  Catholic 
College; 

President  of  a  Theological 
Seminary: 

President  of  the  U.  S.: 
Priest,  Catholic: 

Priest,  Episcopal: 

Private  (Army): 

Professor: 

Professor  in  Theological 
Seminary; 

Rabbi; 

Rear  Admiral: 
Representative: 

Second  Lieutenant: 
Senator: 

Sergeant: 

Speaker  of  the  House  of 
Representatives: 

State  Legislator: 

State  Official: 
Superintendent  of  Schools: 
Superior  of  a  Brotherhood; 
Superior  of  a  Sisterhood: 

Undersecretary  of  State: 
Vice  Admiral: 

Vice  President  of  the  U.  S.: 


Dear  Sir  or  Dear  Lieutenant  Stone 
Dear  Sir,  Dear  Lieutenant  Moss,  or 
Dear  Mr.  Moss 

Dear  Sir,  Dear  Lieutenant  Moss,  or 
Dear  Mr.  Moss 

Dear  Sir  or  Dear  Colonel  Barton 
Dear  Sir,  Dear  Com.mander  Smythe,  or 
Dear  Mr.  Smythe 
Dear  Sir  or  Dear  General  Smythe 
Dear  Sir  or  Dear  Mr.  Mann 

Dear  Sir  or  Dear  Major  Berne 
Dear  Sir  or  Dear  General  Berne 
Dear  Sir  or  Dear  Mr.  Dee 
Dear  Sir  and  Madam  or 
Dear  Mr.  and  Mrs.  Burns 

Dear  Sir  and  Madam 
Dear  Sir  or  Dear  Judge  Field 
Sir,  Dear  Sir,  Dear  Mr.  Mayor,  or 
Dear  Mayor  Wagner 
Dear  Sir  or  My  dear  Mr.  Doe 
Gentlemen  or  Dear  Messrs.  Smith  and 
Smithson 

Dear  Sir,  Dear  Midshipman  Roberts,  or 
Dear  Mr.  Roberts 

Dear  Sir,  Mr.  Nolan,  or  (as  the  case  may 
be)  Dear  Dr.  Nolan 
Sir,  My  dear  Mr.  Minister,  or 
My  dear  Mr.  Niles 

Right  Reverend  and  Dear  Monsignor, 

Right  Reverend  Sir,  or 
My  dear  Monsignor  Ross 
Reverend  Mother  or 

Dear  Mother  Mary  Katherine 
Dear  Sister  or  Dear  Sister  Marie  Marian 
Your  Holiness  or  Most  Holy  Father 
Dear  Sir  or  Dear  President  Somes 

Very  Reverend  and  Dear  Father 

Dear  President  Perry  or  Dear  Dr.  Perry 
Sir  or  My  dear  Mr.  President 
Dear  Reverend  Father,  Dear  Father,  or 
Dear  Father  McCarthy 
Dear  Sir  or  Dear  Father  Niles 
Dear  Sir  or  Dear  Private  Moss 
Dear  Sir  or  Dear  Professor  Burns 

Dear  Professor  Wood  or  Dear  Dr.  Wood 
Dear  Sir  or  Dear  Rabbi  Mann 
Dear  Sir  or  Dear  Admiral  Anson 
Sir,  Dear  Sir,  My  dear  Congressman,  or 
My  dear  Mr.  Anderson 

Dear  Sir  or  Dear  Lieutenant  Forbes 
Dear  Sir,  Dear  Senator,  or 
Dear  Senator  Stone 
Dear  Sir  or  Dear  Sergeant  Shiff 

Sir,  Dear  Sir,  Dear  Mr.  Speaker,  or 
Dear  Mr.  Doe 

Dear  Sir  or  Dear  Senator  Doe 
Dear  Sir  or  Dear  Mr.  Stone 
:  Dear  Sir,  My  dear  Sir,  or  My  dear  Mr.  Smith 
:  Dear  Brother  Leeman 
Reverend  Mother,  Dear  Reverend  Mother, 
or  My  dear  Reverend  Mother 
Sir,  Dear  Sir,  or  Dear  Mr.  Field 
Dear  Sir  or  Dear  Admiral  Loebe 
.:  Sir,  My  dear  Mr.  Vice  President,  or 
My  dear  Mr.  Jones 


things  that  throw  ViS.-9MM  p. 


There’s  One  in  Every  Office 


J 


I 


"Visiting  Virginia" 

The  butterfly  type  who  flits  from  desk  to  desk  chat¬ 
ting  with  her  co-workers  is  a  nuisance,  according  to 
Louise  Brooks.  She  wrote,  "Why  is  so  much  visiting 
being  done,  especially  by  the  younger  workers?  They 
leave  their  desks  and  offices  unattended.  Their  negli¬ 
gence  creates  a  problem  for  others  who  are  bogged 
down  already,  because  they  are  the  'old,  conscien¬ 
tious,  dependable  ones'  who  get  all  the  work.  Visiting 
and  personal  calls  are  two  areas  where  much  im¬ 
provement  is  needed." 

Besides  irritating  the  boss,  the  "little  girl  who  isn't 
there"  when  he  wants  her  is  keeping  others  from 
doing  their  work.  She  can't  understand  that  some 
people  are  working  under  pressure  and  that  they'd 
rather  finish  their  tasks  than  listen  to  her  idle  chatter. 
Eventually,  "Visiting  Virginia"  may  have  all  the  time 
in  the  world  to  visit,  when  she  gets  one  of  those  notes 
saying,  "Your  services  are  no  longer  reguired." 

Save  Time  by  Typing  Two  Stencils 
at  Once 

One  of  the  most  unusual  timesavers  submitted  in 
the  contest  on  office  shortcuts  concerned  cutting  sten¬ 
cils.  We  are  sending  a  prize  of  $5  to  Miss  Evelyn 
Harris  for  her  idea,  described  below,  which  should 
be  useful  to  many  readers.  Other  tips  from  contestants 
will  be  published  in  future  issues. 


My  Pet  Shortcut 

Our  duplicating  machine  runs  off  only  300  clear 
copies  of  any  stencil.  At  times,  our  office  reguires 
500  or  more  copies.  To  avoid  typing  a  duplicate  copy 
of  a  stencil  when  the  run  is  more  than  300  copies,  I 
simply  type  two  stencils  at  once.  This  is  done  by 
removing  the  backing  sheet  from  a  stencil  and  placing 
the  stencil  on  top  of  the  other  one.  Both  stencils  will  be 
clearly  cut,  and  all  copies  run  off  will  be  identical. 

—  Evelyn  Harris,  Ediphone  Secretary 
Uddeholm  Company  of  America,  Inc. 
New  York,  New  York 

The  Right  Way  to  Answer  the  Phone 

Several  readers  have  asked  guestions  about  tele¬ 
phone  etiguette,  including  the  tactful  way  to  screen 
calls  (mentioned  in  the  last  issue)  and  how  to  answer 
a  business  telephone.  The  calls  made  to  various  firms 
in  just  one  day  show  that  it  would  be  worth  while  to 
discuss  this  subject  periodically. 

For  example,  some  office  women  still  answer  the 
phone  by  saying,  "Hello."  And  one  girl  merely  trilled, 
"Yes?"  Neither  answer  tells  the  caller  who  is  speak¬ 
ing.  He  wonders  whether  he  has  the  right  number 
or  the  right  department — and  has  to  ask. 

On  the  other  hand,  some  people  answer,  "Miss 
Woodrow  speaking"  or  "Mr.  Smith  here."  Both 
"speaking"  and  "here"  are  superfluous,  and  the 
latter  sounds  affected.  One  young  lady  always 
answers,  "Mr.  Green's  secretary."  It  she  would  in¬ 
clude  her  name,  the  other  party  wouldn't  have  to 
call  her  "Mr.  Green's  secretary." 

The  most  efficient  way  to  answer  a  business  tele¬ 
phone  is  to  say,  "Accounting  Department,  Miss 
lones,"  or  "Mr.  Brown's  line,  Miss  lones."  Either 
phrase  lets  the  caller  know  that  he  has  the  right  con¬ 
nection  and  to  whom  he  is  speaking. 

“A  Boss  and  a  Half” 

One  reader  commented,  after  seeing  the  "Office 
Woman  of  the  Month"  article  about  Catherine  T. 
Nugent  and  her  "office  boy,"  Mr.  Gordon  Wheeler, 
that  "Mr.  Wheeler  must  be  a  boss  and  a  half."  She 
added  that  her  own  boss  rated  high,  too,  and  sug¬ 
gested  that  bosses  be  given  recognition  in  the  Bulletin. 

So  here  is  a  chance  for  every  reader  to  enter  a 
contest  on  "Why  My  Boss  Is  Tops."  Entries  should  be 
250  words  or  less,  typed  double-spaced.  Include  your 
name,  position,  and  company  name  and  address,  as 
well  as  your  boss's  name  and  title.  November  25, 
1960,  is  the  deadline.  A  new  Dartnell  booklet  will  be 
sent  to  each  contestant,  and  the  winner  will  receive 
two  prizes — a  1961  Personal  Record  Book  for  Execu¬ 
tives  to  give  her  boss,  and  a  charm  bracelet  for  herself. 


How  not  to  dress  for  the  oflice  is  shown  by  the  above 
picture,  which  appeared  in  "The  Round  Up,”  em¬ 
ployee  magazine  of  The  Reuben  H.  Donnelley  Corpo¬ 
ration,  Chicago,  Illinois.  The  young  lady  is  illustrating 
the  pet  peeves  mentioned  by  women  employees  in  a 
recent  survey  on  office  appearance  made  by  Mrs. 
Marjorie  M.  Beckwith,  personnel  manager. 

Here  is  the  consensus  of  opinion  on  what  is  reguired 
for  a  businesslike  appearance  and  what  is  taboo: 

WEARING  APPAREL 

Style 

Suits,  blouses  and  skirts,  tailored  dresses  are  ap¬ 
propriate.  Clothes  should  be  conservative  in  color 
and  style,  clean  and  well  pressed.  Suitable  materials 
include  woolens,  cottons,  dacrons.  Party  dresses,  low 
necklines,  frills,  or  sheer  materials  are  "verboten.” 

Shoes  and  Hose 

Trim,  comfortable  shoes  are  best,  with  tailored 
pumps  preferred.  Shoes  should  be  polished  or 
brushed,  with  heels  in  good  repair.  Flats,  sandals. 


high  and  narrow  heels,  metal  heels,  mules,  clear 
plastic  shoes  should  not  be  worn. 

Hose  should  be  a  light,  natural-looking  color,  free  of 
runs,  and  seams  should  be  straight.  No  colored  hose. 

ACCESSORIES 
Handbags  and  Gloves 

Handbags  should  be  tailored  in  style,  large  enough 
to  carry  a  woman's  paraphernalia  without  cracking 
or  bulging.  Matching  handbag  and  shoes  are  favored. 

Gloves  should  be  clean  and  unfaded,  free  of  rips  or 
holes.  Classic  styles  and  lengths  are  preferred. 

Hats 

Hats  should  be  tailored  and  becoming  to  the  wearer 
both  in  style  and  color.  Cocktail  hats  and  babushkas 
are  taboo. 

Jewelry 

Jewelry  should  be  simple,  well  coordinated,  and 
kept  to  a  minimum.  The  use  of  too  many  ornaments 
is  in  poor  taste.  Noisy  bracelets,  dangling  earrings, 
and  rhinestones  are  out  of  place. 

GROOMING 

Skin  and  Hair 

Skin  should  be  scrupulously  clean,  and  hands 
should  look  well  kept. 

The  hair  style  should  be  becoming,  easy  to  manage, 
and  in  good  business  taste.  Hair  should  be  clean  and 
neatly  combed.  If  hair  is  tinted,  this  must  be  done  well 
so  that  the  color  looks  natural  and  is  the  same  shade 
all  over. 

Cosmetics 

Keep  makeup  to  the  minimum.  Eye  shadow  or 
exaggerated  eye  makeup  is  out  of  place  in  the  office. 
Lipstick  and  nail  polish  shades  should  match — no 
chipped  polish. 

If  used  conservatively,  eyebrow  pencil  is  all  right. 
Brov/s  should  be  well  shaped — not  exotic  looking. 

Heavy  perfume  is  annoying.  No  perfume  at  all  is 
better  than  one  of  an  inferior  quality. 


QUANTITIES  OF  THIS  BULLETIN  ARE  AVAILABLE  FOR  DISTRIBUTION  TO  YOUR  OFFICE  WOMEN, 
AT  SPECIAL  RATES.  WRITE  TO  DARTNELL  FOR  DETAILS. 


